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< | S L ‘GEORGIA 1A DEPARTMENT OF HL HUMAN. Resouacsrs ‘
* < APPLICATION FOR RECORPS RETENTION SCHEDULE " OFFICE OF ADMINISTRATIVE SERVICES -
T _ RECORDS MANAGEMENT UNIT ]

For instructions on completing this form contact DHR Records Management Unit,
30334. Phone - {404) 656-4976 - GIST: 221-4983

47 Trinity Avenue, Atlania, Georgia

1. GEORGIA DEPARTMENT OF HUMAN RESOURCES
Title XX Administration '

SSIS Data Management Unit

618 Ponce de Leon Avenue, N. E.
Atlanta, Georgia 30308

DHR
Application Date
October 10, 1980
Applicat'i;;-hlumbar
DHR 80-37

"~ ARCHIVES AND HISTORY
Application Number

74-343-A

[ Dato Recoived Date Complated
OCT 211980 deV -3 1980

— T

2. PornntoConuct
Mary Louise lanier

Working Title
Social Services Consultant

R e YL IR S e

Toluphone Number
~894-5477

e

3. Actwn Requestad -
a. [ Establish Retantion Schedule; record will continus to accumulate.
b. [ Dispose of present sccumulation; no further accumulation anticipated.

Update:”

Ttems 1 & 6 Unit Name
Ttem 2 Contact Person
Item 7 File Arrangement _

e. 3 Amend Application No. -343-A

Check One: [0 Change; [5 Supercede; [J Void

12 Retention periog

4. Daas of Series

B. Records Series Title (foliowed by title used in office; f diffsrent)

Esriien

Latest

10/1/78 ‘jto present

Title XX Social Services Information ‘Report Files

8. Division sid Office Function

Annual Services Plan;

services in the State;

The SSIS Data Management Unit is responsible for preparing the State Title XX Comprehens'ive

tion system which will provide information to improve the management and quali_ty of social

What is the function of the Division end the OTfice in which this record series is created?

. development, implementation and maintenance of a computerized informa-

for the training of new field and area staff in the utilization of

the system and the interpretation of management-produced reports;

and for preparing required

State and Federal reports for social services provided to eligible clients through Title XX

funds.

]

h.-“ — - . =
7. Records Series Description
Documents relating to:

R

Included are: -

The file is arranged :

This file contains the fol(owing documents finclude form numbers and titles, if any):

according to form number; -
assigned by the Title XX Social Services Information Systems Data Management Unit.

Attach sampies of the file.

thereunder, numerica,lly by county code number

8. Monthly Reference Rate
One to six months old
twenty-five months snd older

How often are rocords nfarr‘d 0 whmh m
:  Seven to twelve rrnnthsold —_ s

Thirtasn to twentyfour monthsold __
? . ‘

I.ptter-sm drawers

9 Annual Flm of Aowmulation or Rocords

H uy!-tim dmwers ——1

ar’

Shatves : Other {Specify)

Form 4098 _(7-75!_

. {Over)




v}

&
(Place an X" in the praper eslumn) :‘

O Other (Seecity)

County and other DHR Offices

‘Cut off file at end of each Federal Fiscal Year
holding area; hold 2 years; then destroy.

(September 30);

Printout (received quarterly)

same retention as forms

Thm'iﬁnmﬂiqns apply to all prior and future accumulatisns of the series.

transfer to local

[ YES | NO | 10. Questionnaire . P :‘1
a. ls this the official copy of the series? . - P
_ lfnot,wharobit? ' SR ~ -
T A m—— et — & e e e d b U T b A it e 2 e _.?___.-‘ -
b Doua tha serles conu.n eoﬁfndonttal mformstm nquirmg ucuriw handlma? If ves. citz Ilw or ngulmon f‘ :
M i e e ]
c. | ls  this a vitsl record? e v . o
d. Doss this series have historical or long term ressarch ﬁ]uo? T
. Whan one or two documents in the file meke it noeniarv 0 knp the entire file for a tona period, could thess documents
be achoduied upornaly? . a ) N
~ %ﬁmmm in this series ever pubmhad? Ifyu m:haopy.r T
&\ -‘g. i it‘ cormzined in this series ever lnalvzad .ndlor ucorded ina nurnrnanzed nport? R
if yes, attach copy. L = AR - "
h, Is thars & duplication of this series in your office, or in -nothor ofﬂco or loancv? R
if yes, wharl? ; R
| 1. Isthis smgg lg{a major portion of it) rogullrly T!?oﬁlrnod? . * .
Jﬂﬂ 1. Does the record series result in s computer peintout? - L
‘111, Retantion Requiremants . The following requires the nrb:po be kapt: AN TR
: . i ° : B !‘;! - ¢ ° ~ r)-
a. “Swste Law o yaurs. d. Audit perlod_ g . years.
b. ° Swtute of limiwtion : yasr, e. Administrtive need _yesns.
¢. Faderal law ", | 1} N f. Federal retention Instructions — e YRBTS,
. . . ' : '.' .
Attach copy or axoerpt of lews or regulations. Explein sdministrative need. T RS <
' b - ; "L-
- . H
PR
12. Approvod qu:odtion lmtrucmm " This mncy ucommonds thlt the file series be cut st off ot the end of sach: - :
Title XX Data_ Manage- ' DCaiondlr Yur, ‘D Fiscal Yoar; & Othaf quarter 1v 1 ‘thad,
ment Unit ‘ ) : S
' ﬂ Hold in the r.umm ﬂlu ares - mthgsi 1 v.er(o): then
O Transfer o local hoiding ares; hold - year(s); then
E] Transter to State Records Centar; hold year{s); then
T] Destroy
O Transfer to State Archivet for perrnanant retaatien.

Agency HudlDoﬂan,n (ﬁgnntm) I

. Date Records Managamant Officer !Smnarurc) Date
\ZML?/W %M k&"(@w«, Pz 1) ,é W )/l, QM.J,- /a/_j/go
Elizabéeth W, Crank, CRM
e, State Records Committ (Signaturs) Date
Recommaendations in p.rmph ' : _—/ i
12 are aspproved. Sute Auditor/Designes % f -
{If digipproved, sttach letier - ——
of expisnation.) m%moﬁgn« ¢“ vy, 6; Di A 10 -27-GP
_ Attorney General/Designee /%% /&& j /( I /-3 ke’
Form a2 (2-78)

(nm sw-)
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TR _ % - ’ GEORGIA DEPARTMENT OF HUMAN 3ESOURCES |
o P;’_PPLJCA'TION FOR RECORDS RETENTION SCHEDULE .. OFFICE OF ADMINISTRATIVE SERVICES °
- L o T T RECQRODS MANAGEMENT UNIT -
——— " - T - o B
* -For instructions orr’éompletmg this form contact DHR Records Management Umt 47 Tnmty Avenue Atianta Georgla o

30334. Phone - {404) 656-4976 GIST: 221-4983

- —— - —- PR U b

b i

DHH B 1 GEORGIA DEPARTMENT OF HUMAN RESOURCES ) ARCHIVESVA?ND HlSTORY
Application Date Title XX Administration C [Applicetion Numbar .
Wovember 16, 1978 . Management:-Planning & Development 7;_! 3\_\3 H, B
e —— Section 7 = o
" Application Number L el Dzte Recwived Date Completed
pplicati . 618 Ponce de Leon Ave., __._N_,__Ij.‘,. o NOV ¢ 1978 N -8 1979
DHR-107 | Atlanta, Ga._ 30309_, _______ ST e o
2 Person to Contact - - Working Title . - Tei::phone Number
W. K, Price .- Staff Supervisor o  894-%473
3, Action Resvosred T T o o -
e. OEsct “sh Retention Schedule; recor d will continue to accumulate.
b. DDlspose of presznt accumulation; no further accumulation anticipated. ‘
c. BAmend ApplicationNo. __ 7 4- =343-A . __  Check One: [J Change; Supsreede; [ Void
4. Datesof Series | 5. Records Series Title (foliowed by title used in office; if different}) oo T
Esrliest Latest ,
10/1/78 { present ____Title XX Social Services Information Report Files
6. Division snd Office Function What is the function of the Division and the Office in which this record series is created? T 1

The Title XX Administration administers and monitors social service programs
funded 'by Public Law 93-647, Title XX of the Social Security Act. This ad-
ministration works with all divisions within the Department of Human Resources
using Title XX funds; and with services purchased from agencies outside the
Department. The divisions within DHR (using Title XX funds) include Family &
Children Services, Mental Health & Mental Retardation, Physical Health, Voca-
tional Rehabllltatlon, and Youth Services, ag well as the Office of District
Programs. ' ' '

The Management Planning and Development Section is respomsible for preparing
the State Title XX Comprehensive Annual Services Plan; development, imple-
mentation and maintenance of a computerized information system which will pro-
vide information to improve the Management and quality ‘of social services in

7. Reoords Senes bescrnptuon This file contains the fol!owmg documents (mclude form numbers and rftfes :fanyj Attach samples as of the file.

Docusments relating to: maintaining documentation of services provided to clients

receiving assistance in DHR Social Services programs. :
“Included are: for'm' “5511 (Rev. '7/78) [Basic Data Form] which shows pr1mary client :
information: Soc. Sec. No., name, birthdate, sex, ‘ethniec origin; child L
care and serial no. (DFACS only); " and service provider identification: 5
agency code, caseload no. name of provider, and date form completed.
form 5518 (Rev. 8/78) [Service Provision Form -- Primary Client] shows .
eligibility, DFCS serial no., name of primary client, Boc. Sec. No., goal,
goal status, ethnic origin, sex, date of birth, service components; form
3550 (Rev. 8/78) [Service Provision Form - Child Care] shows DFCS serial,
name of primary client, Soc. Sec. No., date of birth, eligibility, goal,
goal status, ethnic origin, and sex; and computer printout.

The tile is arranged : alphabetically by county; or, numbr:l,cally by county coae

number assigned by Management Planning and Development Section. .. a_}_ﬁ
E_}Mo VPIR“ef_erence Rate— I ch often are records referred to which are.. T T T
One to nx Xonths otd 15 H Seven to twelve months old . " Thirteen to rwenty-four months old e
twenty-five months and older . - ?
‘_Q_A:nual Rate of&ccumulatmn or Hecords* o T Tt T/ o i
) N
Letter-sizo drawers __ __ 6, — —; Legsi-size drawers -3 She!ves __ . ; Other fSpecify) ___ . .

‘Form 4598 (7-78) o ' - (mm




b. Does the serigs contam eor\hdential information requmng security hand!mg? If yes, cite law or regulat:on

-Federal Regulatlen.,45 CFR 205.50 and DHR pollcy conce;nlng client

*® c. Is this a vital record? ' Trecords -

i e — e BT T e e ‘: S e L e e __}:L__E)\ .
EE_S_ LNO ) 10 Qunstnonnalra (Piace an “X"in the proper column) e M ml
. Is this the official copy of the series? B ) * P
x| it not where is it? . " ’ ,

— - 3 . & - —_—

d. Does this series have hustoncal or Iong term researc.h value?

- .3 x 1 "L/

#. Whan one or two documants in the file maka it necessary to keep the entire fnle for a Iong penod could these documents

| E !_)e_scheduled separa;ely?
1 x {f Ist the mfor_metiun wfﬂnjim thifrserses ever pubnshed? If yes attoch copy_ T o T
X 9. is the information contained in this series ever anslyzed a’zd,or recorded in a summarized neport?
i 1 Myesattacheopy. Social Services Reports = attached . -
h. 1Is there a duplication of this series in your office, or, in anothar of ice or agency?
X If yes, where? portions-county depts. other DHR offlces
| ;L L isthis series tes for a a ma,c;; port;an of rt) reg;!arly microfitmed? - T T ]
X i Do“,’,ﬂ",’ record series resu!t ina computer printout? T S T o )
11. Hatem:on Requiraments The following requires the series to be kept:
a, State Law —— e < . Years. : d. Audit period : — e - —_.Years.
b. Statute of limitation .. _ yews. . e. Administrative need 3 _yesrs.
c. Federal law ... _ . years. f.  Federal retantion instructions —_—— wyears.
Attach copy or excerpt of laws or regulations. E'xplain administrative nead,
12, A;p“r—o;ec_lnbccposltion Instrumlons Thls agencv reggm;ds that the 'f‘r_i_e's_eaes be cut eff at &}é'e}EQéach o T T
Tlt].e XX Office . DCalenda_rYear, O Fiscat Year; ElOther_QJ.L?IterlY._, e = e = then,
E] Hold in the current fiies area _.. 6 _ _ month{s} ______ . vyear(s); then
O Transter to local holding area; hold . year(s); then
Transfzr to State Records Center; hold _2 1/2__ _year(s}; then
& Destroy - S ' ‘ '
3 Transtar to State Archives for permanent retention, i )
3 Other (Specify) - - - : '
County & other DHR Offices' A
Cut off file at end of each Federal Flscal Year (September 30) transfer
to - local holding area-, hold 2 years, then destroy. . L
Printout (received quargérlz)., - .- - o Do ' T

‘same retention as forms.

These instructions spply to all prior and future accumulations of the series.

-

_ Recr‘rd> Managcment Officer {s;gnarure) Date
AflézAba,z&J )£T;<AA~Z£L//Z
L . El ]

lizdbeth W. Crank, CRM_ | 11/7/78

State Records Commlttae (Signature) v Date

Recomrrandations in paragraph R - - R
12 are spprovad, State AUCH'IOI’J’DES!_}H&G 12 ; zy
{1 di-..pproved, attsch latter O — AR S o _ - 7grzﬁgm 257

of explonstion.) Secrﬂtarv of StatelDeslgnee

Attornay General/Designea
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APPLICATION FOR RECORDS RETENTION SCHEDULE

Title XX Soc%al Services Information Report Files

»
’

Continuation pagé : ' o -3

6. the State; for the training of new field and area staff
in the utilization of the system and the interpretation
of management produced reports; and for preparing re-
quired State and Federal reports for social services pro-
vided to eligible clients through Title XX Funds.




